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Creative J0B SEARCH

any employers will first ask you to fill out an application and submit

a resume. While the cover letter may have diminished somewhat
in importance, it does not mean you shouldn’t take the care to write a
good one. Here is an overview and a few examples of cover letters.

GENERAL OUTLINE

Your Name

Street Address

City, State Zip Code
Phone Number
Email Address

Date

Individual’s Name

Job Title

Name of Organization
Street Address

City, State Zip Code

Dear Mr./Ms. Employer:

First Paragraph: State the reason for writing. Name the specific position or type of work
for which you’re applying. Mention how you learned of the opening.

Second Paragraph: Explain why you're interested in working for this employer and
specify how youre PERFECT for this position. Don’t repeat the information on your
resume. Include something special or unique about yourself that will benefit the employer.
Remember, the reader will consider this an example of your writing skills.

Third Paragraph: Mention your resume is enclosed and indicate your desire to meet with
the employer. You may want to suggest alternate dates and times, or simply advise them of
your flexibility to the time and place. Include contact information where you can be easily
reached. Include a statement or question that will encourage the reader to respond. Be
sure to communicate your plan to follow up. Finally, thank the employer for his/her time.

Sincerely,

(Your signature in blue or black ink)
Your typed name

Enclosure
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Creatine J0B SEARCH

“T” COVER LETTER FORMAT

Molly McGinnis
18881 No Name Trail, Lakeville, MN 55044
(952) 128-4567, molly.mcginnis@ymail.com

January 4, 20__

Travelers Insurance
Human Resource Department
One Tower Square

Hartford, C'T 06183

Dear Human Resource:

I am very interested in the open Workers Compensation Case Manager
position located in St. Paul, Minn., advertised on your company website
on January 4, 20__. Having related experience in the medical, legal and
business industry makes me a qualified candidate for your needs.

Your Needs My Qualifications
* Workers compensation e High volume workers
experience compensation claims
* Management of files ¢ File management/
case management
¢ Claim resolution * Handled resolution 150+ files
e Negotiation/settlements e Evaluation of claim settlement

To aid your efforts in qualifying possible candidates, I have attached a
detailed resume for your review. I am confident you will find my background
and experience an excellent match for the talents you are secking. I welcome
the opportunity to speak with you in person about my qualifications and look
forward to your response. Thank you for your consideration.

Sincerely,

Molly McGinnis
Encl.
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